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Observations 

1. AlJE Department does not ha\'e f.l)rmal procedures in place to dCl,cumem .:mployment 
applications, time and attendance to suppon charges made to the grant. 

Auditors examint:d aU employment applications on file with the ABE Department and compared 
daTa to aU employees that were paid with ABE funds. Of 348 c::mpJoyet:S, l34 (38_5%) 
employees' applications were not on fik; also, Imerview documema"t:ion was missmg_ The ABE 
Department's requireme::nts for employme::nt, is that rt::sume must be faxed or 10 the 
Program Office and when a candidate il; selected, an interview will be hdd_ Also, according to 
the ABE Grant Application, the emploYf;e's infonnatiotl must be kept current- _ 

If the hiring process is nO{ proper and employment applications are not complcle.j by every 
employee, there is high risk of having "na."IDori2ed employees in dislri.: t as "Ghost 
Employees" and unqualified employees given assignments They are unable 10 pt:rfonn 
This observation was previously issued in the 2008/2009 ABE Overtime A..ldil Report. 

Weaknesses around the current ABE Gram hiring and payroll processel:: 
• Hiring process procedures are not documented which led to the pra{;tice following: 

o Not all employees were:: Nquired to complete an ABE empk·ymem tlpplication 
o Employment documemat. on with the ABE Depamnt:nt wt::rt: 
o Assignments, dUlies and responsibilities were not documc!uted whc:n employee 

was hired 
o There was no monitor of the ABE Department hiring procedures 

• The district Payroll policy and gLlidelines were nOT followc:d: 
o Employees were working from home 
o Biometric l'tCtivity codes were not used to clock in/out 

• ABE sign-in sheels were nOl bctng IJsed or being IJsed incorrectb at non·DlSD facility 
snes: 

o Employees would Sih1ll in/out with their scheduled time, rather Th.an the actual 
nme thallhey arrived aT Vlork 

o Employees do nOl use sign-inioLn sheets and slUdents are not requin;d to sign-in at 
:>ome off site facilities 

o Time and Effon forms were not completed for the 2nd half of 2008/2009 
school year for both part-time and full-time employees 

• ABE payroll charges to line the various fund line codeS are dam: required 
documentation prescribed by lhe Grant Fund Rt:gulations_ : 

• Employees are not being paid according TO l:tssigned positiorls 
• Itre switched :rom 4uties and responsibilitY wiThout pro supporting 

documentation, which leads to; 
o Employees gening pa id. from the incorreCT fund 
o Charges to ASS granl funds are not suppon:ed by proper 
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The following table shows payroll char:l:es to ABE PrOb'fam Funds that wen: nOl s:upponed by 
documentation and are considered !O be ·~ueslionable COSTS: 

20(lB to June 2009 

A 
Questionable 

Cost 

TABLE A 

B 
Questionable 

Cost 

The following table shows twelve instructor employe~s' payroll payments W(;H; incorrectly 
charged to Program Funds 220 and 382' 

TABLEB 

:. .' :".' ~ '. . 
.:~,\, ~.~:.( .;.~ .. ~:: ~~'.:';~~\'\-~~~.~'. 

Number of Instructor ~mployees ·'"I~,··I.~~·;:'.,:.~. ", _:._"'" .,:-, 

frQm Fund 2Z0 .: H, ;"'-' "'0. ~ •• I :.-I .... \~ .. 
_' '_' ....:..,,. .... __ ._ •••••• ~ •• I •••• 

Number of Employees Incorrectly 
Id from Fund 382 

2. ABE Department Program Manag(!r dOfS not have an adtquatc budgerary planning 
system. aQd aisplays a lack of knowleag~ in grant compliance. 

• ABE budget was not strategi :!ally planned to expend approveq gram: fun.!::. wilhin The 
gram period 

Three f\.lIlds weft~ sib'llificantly under spent: Fund 209 (69.8%), n.md 309 (57.8%) and 
Fund 382 (63.8%). The gram poioQ enaed for twO of these funds on June 30, 2Q09(see 
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table C below}. In addition, th'!re are;: negative balances willrinlhe bud5t:I line codes 
including general operational fund code (199). Funds were nOl al10cated te' ~enain line 
codes, but expendinJres were ;:harged creating negative amounts in tile line code 
balances for a tOlltI amount 01'$1')1,423.45 (see Table P). 

220 

223 

309 

ABE-Fed 2.44f .• 887.13 

TANF 291.,607.00 

10: .1.9900 

54: •• 179.00 

199 6143.6216,6146.612 
t.&6399 

209 614-2.6145.6146.614-
3.6141,6118.& 6117 

611.Z.6115,6117,611 
8.6119.612l.6122.61 
2S.6127.6129.6Hl.6 

1.860.970.63 

251.767.65 

58.53l..89 

402.l87.42 

$ 
o 5.637.78 

o $ 
4.807.01 

$ 

0 

0 

0 

48.042.71 

$ 
(4,60:7.01) 

$ 

~~ 

58~.916.50 76.1% 

46.839.35 84.3% 

42.66711 S~i~ 

92,948.87 82.9% 

• Program Manager displayed.~ lack ofknowledge in grant compliance 

When the ABE Program Manager was interviewed, there was lack of knowledge in 
the following regulations and requlremems: 

o Emplpye~s working with the ABE De;:partmem must c(.mplete an applicalion 
yearly to adhere Will me regulation that all t!mploy~e::s' daul must remain 
current. 

o Allowable costs regulations 
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o Time and effon req~iremems 
o SpliT funded payroll n;qUlrements 

• During me alJdit, il: was brought l:O our anention by various ABE emplo:Yl:es that me 
ABE Manager was in vlOla,tlon of: the district payroll policy, gram fund accountIng 
and federal regulatory requirements. huemal Audit, as well as, tht: .ombudsman 
departmem interviewed emFloyees and dOCUlnented the employee h.ua:;smem and 
intimidation that was practi:!ed by me ABE Manager. Internal Audit could not 
interview employees in the workplace without the ABE Manager present; ABE 
emploY~l!s had IO meet {he I~udil:ors elsewhere TO have a c<mdid convt:[s;ttion about 
their operation. 

3. ABE DepartmenT does not ba"e f(Jrmal procedur~s in place to timely ordf~r and deU"er 
non capital find assets to appropriate staff to be Ilsed in the current grant period. 

We discovered ilems ordered for u~e in SY 09 were unopened. Tbe acquired dates of the 
non-capital equipment were purchas::d near the end of the grant period, from l:;-E:b~ary 2009 
to May 2009 (see table below). Therefore, the equipment was not used dUJing the entire 
contract period allocated by the Nutice of Gram Award for funds 309 (EI Civic) for the 
period of 7J1I08 to 6/30J09, 381 (ABE State) for the period of 9/1/08 to 8/31/09, and 382 
(TANF) State for me period of9/l/0s to 8/31109. 

1 $4,594.90 y 

$408.00 
2 y 
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Recommendations 

We recommend the Executive Dirt!ctor c·f Parent Services: 

1. Separate ABE hiring proce,;s from the ABE Deparnnent. 
This process should fall und·:!!' the Human Resource Oepanmt!nt which will provide 
proper oVersight: of the q",alification and required aoc",memation of prospective 
employees. Meanwhile, until this change is approved by senior managemem to take 
place, we .reconunend the ABE Program Manager implements hiring pf{tCedures that 
require the following: 

• Proper doc",mentanor of the interview and selection of each empl.:>yee 
• Have each employet; complete an employment appLcation ~Iltt submit a 

resume 
• Document what activLt)t the employee will be performing, and t(l which fund 

the charges will be apphed 
• Keep information for each employee current by having .each employee submiT 

an application each glant period 
• Keep aU documentation above in each employee's file; in a Silti~ and secure 

location. 

2. Require the ABE Deparnnent strictly adhere to proper hiring l~tactices to 
reduce the risk of hiring unqualified employees. 

3. Require Strategic Planning 
• Implement a strategil: plan for the various Program fund exp~"!ndimres that 

align WiTh me ap!,lic~ble Notice of Grant AW:Jrd co [ltnlct period. 
Expendiwres sho",ld be timely in order to meet the objecliv~s of th~ Program. 

• Class schedules planned with the number of employees need.cd to achieve 
program objectives alld clear documemation as to the responsibilmes req",ired 
l.Ulder the progTalU thl~ employee was hired. This schedule is to be updated as 
often as needed. 

• StudenTS' sign-in sht:ets are to be complelt!d with their printed nalnc:: and 
signatU:re for all classes appearing on the class schedule at the tunt:' class is in 
seSSlon. 

• To address TABLE E, a tactical plan for the upcoming program year should 
be established for the purchase and use of non-capital asseTS. 

4. Ensure Payroll Reporting f'rocedures are Followed: 
• All employees use tne biometric clock to sign inio",t when wc'rking at a 

facility where there is a biomeuic clock available 
• Sel up a biometric cluck activity code which will link the empl.)yee's activity 

IO me proper fimd and function code 
• At siTes where {here i:; no biomeTric clock, all employees must sign in/out with 

the actual time of arrival/deparrure at the facilil)' and doc"D1~n\ the grant 
funded activity bemg perfonned on the sign in/o"'t shec!l 
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• Employet!s should no'. be allowt!d to work: from home all grant funded aCTivity 
w here there is no sJlpervision of lhe actllal time worked 

5. Ensure Correction is made to Program Fund Payroll Charg~s; 
• Payroll cwrgt!s appt!l:lling in TABLE B should be made to the CDrr':Cl Fund 
• Quc:slionable costs ,tppt!aring in TABLE A shoule! be a(ldr,~ssed with 

explanations or possihle correctIOns with supponing docl.lwcnt1:l1ion. 

6. Requirements for an ABE l'rogntm Manager 
In addition, ABE Program !'v[anager is required to be knowledgeable about tht! b1fl'lUt 
programs tmd~r hislhc::r direction and competent to properly manage Th~ S~ programs 
to be in complianct! wiTh Federal Grant Regulations; we recommend ~;uch person to 
manage the ABE GranT ProgI am. 

Management's Response 

Based on the findings r~ported, it appears that this audIt has identified findings similar to Aduh: 
Basic Educalion (ABE) audiT, conduct.!d March 10. 2009. That is, the aforemt~mioncd audit 
examined one grant with a focus on ovelljme expenditures, hourly personr,d, and grant program 
requirements for time and effol1. The current audit (July 2009) examined all six bTfants for 
payroll expt!ndirures and non-capital t!quipment. The first and second aUI!Its occ:,urcd wiThin a 
span of approximalely 4-6 months. 

Specifically, the initial auqit (March 20(9) found unreasonable expt!nditurl!s p~rtaiHing to use of 
support (hourly) staff and subsequent c,vertime payments. Overall recommendations includ~d: 
(1) revamping and implemt!ming contruls for the hiring process, (2) eliminaTing Hnreasonable 
ovenime (pertaining to hourly employe.~s) and payroll documt:ntationlreporting pnlcedures, (3) 
impl~mt:nting controls for persounel expenditures and budgel reconciliation. 

Similarly, the current audit (July 2009) also found discrepancies with: (1) ili~ hirillg process and 
related documc;:ntation, (2) excessive unspent monies, (3) gaps/discCt:panci,:s in payroll 
documentaTion, (4) unassignt!d new non~capital ~quipment (laptops). (5) payroll ,~bcrcpancies 
relaled to lime and efton and grant program. and (6) "the auditor was ObSTrHCted from 
communicating with employees about v~~rious ABE operaTional procedures" 

In response to the fiP-it (March 10, 20(}9) audit an interdepamnental Ta3k Force was fonned 
comprised of depamnenls and statT a~ follows: 
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Depanment Posifjon 
Chief of S~atI COlllpliance 
H~man Development C~ntral Staffing 
Internal Audit Audtor 
Payroll Spe.::ialist 
Gram Budget MaHager 
Adult Basic Educalion Dirt:ctor 
Parent Services Executive Direcmr 

The ABE Task Force also reviewed the March 10th audit rt:pon. devdop~d an anion plan, and 
met regularly to monitor progress. Th~ mOSt salient components included; U) ,Ieveloping a 
hiring process for exempt and non-ex~pt staff to ensure payroll costs are F~~s;)nable, (2) 
eliminating the hiring of full-time [lon-exempt (hourly) personnel, (3) d,!veioping job 
descriptions in alignment with gram program requirements and communic'~ling program 
changes. 

Orher critical program improvements indud~d the following: 
• Developed budget spreadsheet tr;tcking all expendlmres - October 2008 
• ldentified ofbu4get negatives ani subsequent notification to the budget depG:'tment 

Nov~mberJDect!mber 2008 
• Monimred of bud gel managers r(:ports - November 2008 
• NOlified ~md !landed offpayrol! lIegatives to the budget dt:panment - Dect!wbe::r 2008 
• Alignment of personnel line codt:s and grams in conjunction wirh Human R~~;om'ces -­

November 2008 and February 2008 
• Conducted ~jme and effort initiat ve (developed spreadsheet, updated sprea(\.shcet for lime 

and effort payroll) - May 2009 
• Submiued time and dTon correclions to budget dt:partment - May 2009 
• Hired of bu4get speci(t}ist - May 2009 

Other critical program challc:ng~ includ~d the following; 
• Hiring freeze due w districl finar~cial CrIsis and employee layotl's - Septemb~r 2008 
• Budget corrections not completed by budget deparonent until June 1009 
• Labor distribLnion problems wifh payroll software mal creates budget neg'Hives 
• Relocation Qf' office from Ervay 10 Service Center II - March 2009 
• Program manager placed on leav~ - July 2009 
• Imerim director assigned - August 2009 
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1. Separat~ the ABE hiring process f'rc,m the ABE Uepartment: 

• Ack.nowledgemenT of findings and recommendations: The ABE D\;pa11ment has 
implemented a smngem process and conU'ots for hiring including posting:~ :iligned with 
grams, applications, interviews, reference checks, anel hiring. These etlons began after 
the March 2009 audi~ and comir ue at present. Nonetheless, the audit fincf.jng~ pt:nain to 
new hires that occurred prior tD the audiT. Going forward, The ABE l)t:p4ffillent, in 

conjunction with Ct:ntral Starting, has capacitY w manage t:he hiring process. A 
committee will interview applicams and ma~e recommendations for hire. 

• Description of c:orrective action(s}: 1) Adhere to district process for lUring including 
pos~ings, application, tnterview~; and review of qualificaTions, n:ferencl! checks, and 
selection process, 2) Develop "nunce of ~sigrunenI" leuer for all p':r:sonne:., [}1.at includes 
job title, grant fl.mding, and linle anel efiol1 requirements, 3) Cc·nduct ttlf; application 
process annually for all CUITelll and future employees, 4) Maintain.:aU docUlllel'ltation in a 
safe and secure pl&ct:, 5) D~velop rosters with names of all personnel L)r sign·in and 
sign-oJ-n, 6) Provide m~jnjng to ensQre employees use the blomenic clock when available 
and tollow arrival and departurE! sign-in an sign-out procedures at locations withour the 
biometric clock, 7) DocumenT ac .ivitY and maintain fileS. 

• Timeline for implementation: AuguSt 2009 

• Identification of specific staff member(s) responsible for implementinj~ corrective 
action: Imerim Director and Prcgrarn Specialists 

2. Req"ire tbe ABE Department strictly adhere TO proper hiring practices to reduce the 
risk of l1iring unqualified employees alld ghost employees: 

• Acknowle4gement of fiQding~: and recommendations: See acknowledgemt:nt and 
corrective actions # 1. The corrective actions nOled below art: an anempt LO c~1:ablish a 
form of documentation. AddLionally, program specialists Ulhy pro\oi.cle aftidavlts 
regarding the exiSTence and p~ov. sion of services for lhe 2008-2009 program year. 

• Description of corrective action(s): I) Locate existing documems and cO}Tcspondence 
fot all 2008-2009 personnel (teacbers, teacher facilitators, etl:.) that dt:monSlrateS 
evidence: that employees were: (In the job (sign-in sheets, letters to staff, fO:3te:rs, nutes 
from program pallicipams, emails, etc., 2) For the 2009-2010 probrram YI:l.r, reqf.Jire all 
c=xisting perl>onnel to reapply 1UU~1.Ullly and provide all s~aff with a l.::uc:r of a~.sib'1Ulle:nt, 3) 
Align aU staff with their job assigmnem and job description, 4) Provide trailtng about the 
hiring process tor all sI~ff and onennHlon for new employees. 

• Timeline for implementation: ~;eptember 2009 

• Identification of specific staff member(s} responsillle for implementing CI)nective 
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action: Interim Director and Program Specialists 

3. Require strategic plapning: 

• Acknowledgement of findings ~tnd recommendations: Procure technical a~;sistanct! and 
leadership d~velopmem tor program specialist and interim dirt!cttJf. Provide direct on­
going support to interim director and program ~'Pecialists. 

• Description of corrective actioII(S): 1) Provide OMB Circular 87·A training tor all staff, 
2) Specifically aadress time and effort rcqulrt!ffients with all program pc;r~onnel and 
nansparenc), for program implementation and related compluUlce/doclu:nemation, 3) 
Procure Technical aSS1Stance and leadership development for pl'obrram s(lt:'cialisl and 
interim director, 4) Provide direct on-going suppon 1:0 imerim director ~Ina program 
specialists, 5) Schedule a team-b'~ilding retreat, 6) Develop a master calendar, 7) Develop 
a master work plan for instructic.nal delivery, staff development, testing, and non-capital 
equipment. payroll, ana, 8) impll:mem ana monitor, 9) ensure class schedule~ and sign-in 
logs are crealed ana maintained ana aligned to the grants, 10) ertSure expl:nditures are 
aligned to each grant, 11) create class rosters that identify each cla~;s and person 
responsible for me class. 

• TimeJine for implementation: 30-90 days 

• Identification of specific staff naember(s) responsible for implementing cur-rective 
action: Executive Director, lnttdm Director and Probrram Spocialists 

4. Ensure payroll reporting procedutfs are followed: 

• Ac:lmowledgemenf of findings and recommendations: Employees at D.lllas ISD sites 
shall be requirea to use the hometTic clock using the appropiate a~:tjvity coae -
emplo)'t!es at non Dallas ISD silt: shall be required 10 maimain a sign-in/our Jog approved 
and signed offby me teacher ass. gned to lhat class at that location. 

• Description of corrective aCOfln(s): See acknowledgemenTs and rccO~ltndations #'s 
1-3. 

• Timeline for implementation: ~,O days. 

• Identification of specific staff member(s) responsible for implementing corrective 
action: Interim Director and Pro:~am Specialists 

S. Ensure correction is made fO program fund. payroll charges: 

• Ac~nowledgement of findings and recommendations: Monito:- budget expc:mditurcs 
and cross reference the expendit\.lres with oracle tinatlcials. Run b).\dget martuger reports 
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we~kly TO monitor expenditures. 
• Description of corrective acticm(s): Continue program improvements a:; n~)ted above 

and corrective actions tfs 1·2. 

• Timeline for implementation: 60 days 

• Identification of specific sTaff member(s) responsibk far jmplem~ntinl= corrective 
action: Interim Director and Program Specialists 

6. Req ... irements for an ABE program manager: 

• Acknowledgement of findings ,md recommendations: The program manager shall be 
r~quired to understand and impkmem ABE grams and manage the program:; as required 
by policy and according to the grant guidelines. The ASE Task Focce will meet monthly 
to review and discuss The activitic:.s as defmed in the audit(s) 

• Description of corrective actiol'l(s): See corrective actions '# 3. Abo will prl,vide interim 
and program speciahsts' state anli federal training(s) available for grant managers. 

• TimeUne for implementation: On·going 

• Identification of specific staff member(s) responsible for imp'ementinl~ corrective 
action: Executive Director, Interim DireCTor and srate fechnical assistanc~ le.l!ll. 
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& Don DistrJjlUtion 

Board of Truste~s 

Michael Hinojosa, Ed.D ....................................................... Superintendent ofSchc-(.[s 

Larry TIrrom .......................................................................... Chief Financial Officer 

Arnold Viramontes ................................. "' ........................... Chief of Staff 

Donna Michea"x .................................................................... Chief Administrative Oftker 

Robin Ryan ............................................................................ Chief Academk Officer 

Sleven lCorby ...................................................................... Executive Dif\~~tor Fin,u~.cial 
Services 

Jack Elrod ......................................... , .................................... Legal Services 

Rawly Sanchez.. ................................................................... D~uty Chic:fofStaff 

Jose Torres ............................................................................. Executive Dir~~tor Parl~tH Services 

Emily Ray .......................................................................... Director of Grams Mallag\-"IIlem 

Conchis Silva ......................................................................... AdL.dt Basic Education Manager 

Donald R. Smith.................................. ... ... .. ...................... Office ofProfe.ssional R~:sponsibility 

Claudia Rodriquez ................................................................. Director of Hwnan Res("Ill'ces 

Shirlt:y Boss ......................................................................... Direcwr of Emj.)loyee R~b(l:ions /:Iud 
................................................................................................ Suppon 

13 


